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From: 


Solicitor 

Assistant  Secretaries 

Inspector  General 

Heads  of  Bureaus  and  Offices ' 

Personnel  Officers  -  Bureau  Headquarters 

Woodrow  W.  Hopper,  Jr.  / 
Director  of  Personnel  i 


epartment  of  the  Interior      / 


Subject:   Implementation  of  the  New  Department  of  the  Interior 
Awards  and  Recognition  Program  interior 

paper  intensive  than  the  nneviou.  Ll r°9™'   T""  "*"  DDI  ■»"•»  is  le" 
Ptactieei  ie.ei.  ,„d  ^K^^/S  SfSStS.'S  ££. 

Bureaus  can  begin  implementation  immediately   but  f-h;« 

implemented  no  later  than  March  1   1996    a        ?£!  pro9rara  mu3t  b« 

Recognition  Program  is  attached    Th    i       PY  °f  the  neW  Awards  and 

the  Department's  Human  Resource;  «     p   ^TV33  Prepared  in  the  format  of 

Personnel  offices  should^re^^^ 

L-Paj^  -1  Addition  to  the  PPM  and 

iS^eST'^  -  «»  °"  P^»   ^iS^^Tfo'Il^rSSs  are 


Dl  398 
Dl  399 
DI  400 
Dl  401 
DI  402 
DI  405 
DI  411 
DI  1973 


Employee  Suggestion  Form 

Evaluation  of  Employee  Suggestions 

Incentive  Award  Docket 

Award  for  Valor  Nomination 

Departmental  Honor  Award  Nomination 

Unit  Award  for  Excellence  of  Service  Nomination 

Recommendation  for  Monetary  Award 

Time-Off  Award 

Bureau  of  Reclamation  form  number  7-2293  fS-93t   f,oh  . 

""  <b  y^)»  Cash  Award  Summary  Sheet 

OS-451       On-the-Spot  Award 
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Awards  and  Recognition  Program 

INTRODUCTION 

What  is  the  purpose  of  the  Awards  and  Rempnition  Progam? 

There  are  two  main  purposes: 

■  To  allow  maximum  flexibility  in  the  design  and  application  of  a  variety  of  traditional  and 
non-tiaditional  mechanisms  to  recognize  individual  and  group  achievement,  and; 

-  To  acknowledge  contributions  that  lead  to  achievement  of  organizational,  team,  or 
individual  results. 

What  are  the  objectives  of  the  Program? 

The  Program  objectives  are  to  encourage  all  employees  and  non-employee  partners-in-mission*  to: 

■  share  actively  in  improving  Government  operations, 

■  enhance  productivity  and  creativity;  and, 

■  optimize  personal  job  satisfaction. 


♦Public-  and  private-sector  organizauons  and  their  employees,  customers,  volunteers,  pnva.e  cozens  etc    whose 
contnbutrons  drrecUy  or  mdrrectly  support  the  mission  of  the  Department 
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What  are  the  characterkfi™  0f  the  Pmp^m? 

The  Program  characteristics  are: 

■  simple  to  use; 

■  allows  for  approval  at  the  lowest  practical  level; 

■  reduces  paperwork; 

■  encourages  timely  recognition; 


facfc.es  crea.iv.ty  in  local  program  design,  including  peer  and  team  recogni.ion  and 
recogmzes  and  encourages  improvemen,  in  individual,  .earn,  and  organizational  ' 

penormance. 

When  may  achievements  be  recognized? 

Ach_,s  should  be  recognized  a.  the  tune  of  accompushmenf  Acknowledgement  of  progress 
ward  ach.evmg  ^  team,  or  „„„„,  ^  ^  ^  %  *  P™*™ 

I  nr:b  r;  ry awards bBed  "■* °n - -*>•* ^~ — »f 

record,  should  be  awarded  a.  the  tune  of  the  annual  performance  apprarsal 
How  are  awards  initiated? 

Quality  S.eP  Increases  (QSI)  are  ini.ia.ed  by  immediate  mpenisOT,    ^y  0[her 
^Hy7bCmP  Vee       heDePartmen,°ftheInteriOT    Comp,e.e  form  DM5,   j£ 

SS"        "d  "*"* to ""  appro™g  omda  es,ab&hed  ™ BurMu  de,^,io- 
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What  must  managers  do  to  support  the  Program? 

Local  managers  must: 

■  seek  employee  involvement  in  Program'  design; 

■  ensure  that  employees  are  aware  of  the  Program; 

■  publicize  employee  accomplishments,  awards,  and  informal  recognition; 

■  ensure  consistent  and  equitable  opportunity  for  employee  recognition; 

■  administer  the  Program  fairly; 

■  comply  with  negotiated  agreements  with  organized  labor  and  labor-management 
partnerships; 

■  ensure  the  appropriate  use  of  funds,  and 

■  include  funding  for  the  Program  in  the  annual  budget. 

How  should  awards  be  presented? 

Awards  should  be  presented  in  a  way  that  supports  the  sigmficance  of  the  recognition  Award 
presentations  may  be  occasions  for  the  serving  of  light  refreshments  purchased  by  the  Government 
[65  Comptroller  General  decision  (CG)  738  and  CG  B-2233 19,  dated  July  21  1986]  Travel  for 
Prudential,  departmental,  or  a  major  Bureau  award  ceremony  may  be  paid  for  award  recipients  and 
an  individual  of  the  recipient's  choosing  [CG  decision  B-233607,  dated  October  26,  1989]. 

What  is  the  authority  for  the  Program? 

The  authority  for  the  Program  is  Title  5,  United  States  Code,  Chapters  43  and  45  and  Executive 
Orders  11438  and  12828. 
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What  will  you  find  in  fhk  part  of  the  hanrihnni* 

This  part  contains  instructions  on  giving  positive  recognition  for  achievements  through: 


■  monetary  awards; 

■  continuous  improvement  incentives; 

■  non-monetary  recognition  and  informal  honors; 

■  honor  awards;  and 

■  outside  awards. 
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MONETARY  AWARTYS 

Monetary  awards  are  cash  awards  that  may  be  granted  to  recognize  an  individual  or  team  of 
employees  of  the  Department  for: 

■  achieving  organizational  results; 

■  providing  quality  customer  service; 

■  displaying  exemplary  behavior,  dedication,  innovation  and/or  team  cooperation; 

■  fostering  partnerships; 

■  promoting  diversity; 

■  ensuring  safety  in  the  workplace;  or  for 

■  sustained  exceptional  performance. 

Approving  officials  most  ensure  tha,  employees  are  no.  recognized  with  a  monetary  award  more  than 
once  tor  the  same  achievement(s). 


Note: 


Partners-in-mission  are  not  eligible  for  monetary  awards.  Political 
appointees  (Schedule  C)  are  not  eligible  for  monetary  awards  between 
June  1  of  any  year  in  which  there  is  a  Presidential  election  and 
January  20  of  the  following  year. 


TYPES 


Onte"<fPrAAWT;A  "**  a""d  *""  '"  Pr0Vide  immedia'e  ""*>**«>  for  **evemen,s 
On-the-Spo,  Awards  have  a  „e.  value  between  $50  and  $500  (see  page  3  of  DM51  for  gross 

Specia.  Thanto  for  Achieving  Resull5  (STAR)  Award-A  cash  award  of  $925  (gross)  or  more 
The  amount  of  the  award  shouid  be  commensurate  with  the  value  of  the  individual  or  team 
^mplrshmen,  cornering  the  overali  benefit  to  the  Government.  STAR  Awards  are  pard  through 
the  normal  payroll  process.  & 
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Quality  Step  Increase  (QSI}-A  QSI  is  a  pay  increase  that  provides  faster  than  normal  progression 
through  the  steps  for  permanent  General  Schedule  employees.  To  be  eligible  for  a  QSI  employees 
must  achieve  all  critical  results  ia  their  Employee  Performance  Plan  and  display  'exceptional 
performance  that  is  expected  to  continue.  Brief  specific  examples  of  how  expectations  were  exceeded 
must  be  provided  in  the  justification.  A  QSI  is  the  only  award  linked  directly  to  the  employee's  rating 
of  record  and  should  be  granted  in  a  timely  manner  following  receipt  of  that  rating  Only  one  QSI 
may  be  granted  in  a  52-week  period. 


NOMINATION  PROCESS 


Any  employee  aware  of  an  achievement(s)  they  believe  deserves  recognition  may  recommend  an 
On-the-Spot  or  STAR  Award.  Use  form  DI-451,  Award  Certification,  to  recommend  a  monetary 
award.  Submit  recommendations  to  the  recipient's  supervisor.  Supervisors  approve  and/or  transmit 
award  nominations  to  the  official  delegated  approval  authonty  in  the,  Bureau  for  the  amount 
recommended.  If  an  award  recognizes  team  achievements  and  members  are  to  receive  different 
award  amounts,  the  justification  must  describe  each  individual  team  member's  contribution. 

QSI's  are  recommended  by  the  immediate  supervisor  or  rating  official,  and  are  approved  under 
appropriate  Bureau  delegations. 

Approving  Authority:  Assistant  Secretaries  have  approving  authonty  for  individual  awards  from 
$5,000  to  $10,000.  Awards  in  excess  of  $10,000  are  submitted  by  Bureau  headquarters  through  the 
appropriate  Ass1Stant  Secretary,  the  Director  of  Personnel,  and  the  Assistant  Secretary  for  Policy 
Management  and  Budget,  to  the  Office  of  Personnel  Management  for  approval  or  further  processing 
Bureau  Directors  may  approve  group  awards  up  to  $10,000  if  no  group  member  receives  more  than 
$5,000.  They  may  also  approve  individual  awards  up  to  $5,000  and  QSI's,  and  are  encouraged  to 
delegate  this  authority  to  the  lowest  practical  level.  Refer  to  Bureau  delegations  of  authority. 

Note:      Cash  awards  for  SES  members  must  be  approved  by  the  Department's 
Executive  Resources  Board. 

Table  1.  on  page  1-13  summarizes  approval  authorities,  eligibility,  and  the  nature  of  recognition  for 
each  of  the  monetary  awards. 
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CONTINUOUS  IMPROVEMENT  INCENTIVES 

Continuous  improvement  incentives  are  awards  to  recognize  individuals  and  team  members  for  cost 
savings,  quahty  improvements,  innovation  and  creativity,  and  the  sharing  of  ideas.  Consul 
improvement  xncentwes  empower  employees  and  require  a  commitment  from  supervisors  Z 
managers  to  champ.on employee  ideas.  Timely  evaluation  of  ideas  and  prompt  implementafion  "d 

2£?  ™T?  ^  *Z  •equired- Awarding  emp,oyees  for  th *  «*™  -p™ 

contnbutions  promotes  productivity  improvement  throughout  the  organization. 
TYPES 

Productivity  Improvement  Award:    A  cash  award  or  other  recognition  for  process  improvement 
cost-savmg  suggests  streamlining,  or  the  elimination  of  non-value  added  processes    The  aZd 

mT  ST  Pr,0n  *"**  ^^  reSU'ting  fr°m  «*  reduCtion  or  Productivity  gainTwith  ffi 
employee(s)  who  recommend  or  achieve  the  savings. 

Interior  Innovation  Award:  Issued  to  teams  or  individuals  to  recognize  outstanding  achievements 

$1,000  is  transferred  to  the  mdrvadual's  or  team's  operating  budget  to  be  used  for  project  support  such 
as  training,  books,  software,  or  office  equipment.  P 

Wntion/Patent  Award:    Automatic  $500  (gross)  compensation  awarded  upon  the  actual  film, 

SSS" *** ^^  J06 by  ^  °ffice  °f the  S°Iicit-  An  additional  $ 80  ££g 
will  be  awarded  if  the  patent  is  granted.  Further  recognition  based  on  the  benefit  of  the  contnS 
may  be  granted  through  the  use  of  an  additional  cash  award.  contnbut.on 

NOMINATION  PROCFSS 

Employees  are  encouraged  to  submit  a  narrative  description  of  their  idea  and  its  benefits  through 

M^urtment  str  ^  **  *T  ^ t0  *"  ^  °f  Pla^  and  Perform^ 
Measurement.  Supervisors  or  co-workers  may  recommend  individuals  or  teams  for  the  other 
^nnjj^^  based  on  the  va]ue  of  estimated  or  ^^  fi~^  ho6 

other  benefits.  Use  form  DI-451,  Award  Certification,  to  make  recommendations  for  moTZ  o 


A^Xin£_AJIt^ritv:     The  implementing  office  should  authorize  payment  of  continuous 
unprovement  awards.  Refer  to  Bureau  delegations  of  authority.  continuous 

Ianbt!nnn°n  ^  ^  *™™^  aPProval  autho"ties,  ehgibihty,  and  the  nature  of  recognition  for 
continuous  improvement  incentives.  y     uu  lur 
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NONMONETARY  RECOGNITION  ANn  tmFORMAL  HONOpg 

Non-monetary  recognition  and  informal  honors  are  eranted  tn  Pmni~ 

Department.  These  contributions  may  be:  R   ^  t0  ^^  «**■*■■  to  the 

■  superior  accomplishment  of  regularly  assigned  duties; 

■  exceptional  achievement^  project  goals; 

■  noteworthy  accomplishments  over  a  sustained  period;  or 

■  specific  contributions  to  the  organization's  mission. 

Not,  ^-in^on  may  receive  nonmonetary  recognition  of  nominal  value  and    informal 

The  recognition  method  selected  should  match  the  employee's  effort  exoended  th*  h*.  i 

results  achieved.   Supervisors  have  the  flexibilitv  to  Ji  '  °r  ^P^  or  ^ 

^terestsofthemdivid^   ^1^1^^  reCOgmt,°n         "  ^^  *""  °"  ^  ^ 

employees  and  their  person  ZTlS  ™n™CaU°n  ^  iUpeTW0B  «*  ^  '^  the  ^-s  of  the, 

*™etobe^ 

accomplishments  is  that  the  possibilities  are  endleL  ^  "  ^^  empl0yee 

TYPES 

Non-Monetary  Recognition-includes  items  of: 


T-shirts,  or  other  appropriate  items. 


Significant  value  (from  $26  ,o  $250  cash  value);  such  as  pen-and-pencil  sets,  clocks  desk  oraanfeers 
jackets,  watches,  gfi*  celificates,  fi.it  baskets,  tickets  to  events,  or  other  appropriate!! 


Note: 


Approvmg  officials  should  exercise  care  in  selecting  an  appropriate  item  for  non- 
monetary recognition  to  avoid  potential  appearance  of  misuse  of  Government  funds 
The  auesuon  is:  "Would  public  disclosure  cause  embarrassment  to  the  Department?" 
If  there  ,s  some  level  of  discomfort,  an  On-the-Spot  Award  could  be  an  alternative  ' 
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Informal  Honors-letters  of  commendation,  certificates,  "thank  you"  notes,  or  other  similar  items. 

Time  OfTRecognition-an  excused  absence  awarded  to  an  employee  without  charge  to  leave  The 
minimum  time  off  recognition  is  1  hour.  There  is  no  maximum  time  off  recognition. 

Length-of-Service  Recognition-certificates  and/or  pins  awarded  at  various  milestones  in  an 
individual*  career.  Though  this  recognition  is  usually  given  in  10-year  increments,  .^^^r  :giye 
itginJge^ricrementsP  Bureaus  may  develop  their  own  length-of-service  certificates  or  order 
Government-issued  certificates  through  the  publication  rider  process.  Pins  for  10  20  30  40  and 
50  years  of  Government  service  are  available  for  procurement  through  a  departmental'contratf  If 
a  Bureau  chooses  to  do  so,  other  Government-issued  length-of-service  pins  may  be  used  They  are 
ordered  through  normal  General  Services  Administration  (GSA)  procurement  channels. 

NOMINATION  PROCESS 

Non-Monetary  Recognita  of  nominal  value  and  Informal  Honors  may  be  awarded  as  appropriate 
without  completion  of  form  DI-451,  Avar*  Certification.  Recommendation  for  Non-Monetary 
Recognition  of  significant  value  and  for  T.me  Off  Recognition  is  made  on  form  DI-45 1  Any 
employee  aware  of  an  achievement(s)  they  believe  deserves  recognition  may  submit  an  award 
recommendation.  The  recommendation  must  be  signed  by  the  Bureau  official  having  delegated 
authority  to  approve  monetary  awards  of  comparable  value. 

The  specific  hem  should  be  purchased  through  normal  procurement  channels.  To  effect  cost  savings 
and  provide  for  immediate  recognition,  offices  should  order  supplies  of  specific  items     Where 
appropriate,  the  item  should  contain  the  Bureau  name,  logo,  award  title,  and/or  mission   (CG 
decisions  allow  procurement  of  non-monetary  award  items:  B-243025  dated  May  2  1991 
B-256399,  dated  June  27,  1994.)  '  ' 

Approving  Authority-  Refer  to  Bureau  delegations  of  authority. 

Table  1.  on  page  1-13  summarizes  approval  authorities,  eligibility,  and  the  nature  of  recognition  for 
non-monetary  recognition  and  informal  honors. 
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Award  Types 


•"""  m""-°vem""  "*""*■»■  and  f^on-Moneu,,  Recogmllon  i„d  Informal  H„«ors 


Monetary  Awards-For  achieving  organizational  results;  p^vTSHl 
ing  quality  customer  service;  displaying  exemplary  behavior,  dedi- 
cation, innovation,  and/or  team  cooperation:  fostering 
partnerships;  promoting  diversity;  ensuring  safety  in  the  work- 
pfacc;  or  for  .sustained  exceptional  performance 


On-thc-Spot--granted  immediately  to  recognize 
achievements. 


Special  Thanks  for  Achieving  Resu|c,  (STAR>-for  achiev 
mg  results  that  promote  DOI  programs. 


Quality  Step  Increase-For  sustained  exceptional      ' 

performance  in  achieving  critical  results  with  expectation  of 
continued  high-level  performance 


Continuous  Improvement  Incendves-For  cost ~™ 

savings,  quality  improvements,  innovation  and  creativity  and  the 
sharipg  of  ideas. 

Productivity  Improvement-for  elimination  of  non  value- 
added  processes;  process  improvement;  cost-saving  sugges- 
tions; and  streamlining. 


Interior  Innovatlon-for  reducing  costs,  reinventing  work 
processes,  and  improving  service  to  customers. 


InvcntionVr-.tcnt-for  the  filing  of  a  patent  application  by  the 
Office  of  the  Solicitor  and  the  granting  of  a  patent  by  the 
Patent  Office. 


Non-Monetary  Recognition  tad  Inlormal  Honor»~Superior" 
accomplishment  ofreoirring  assigned  duties;  exceptional  achieve- 
ment in  project  goals;  noteworthy  accomplishments  over  a  sus- 
tamed  penod  of  time;  or  similar  specific  contributions  to  the 
organization's  mission. 


Non-Monetary  Recognition-nominal  value. 


Non-Moneury  Recognition-significant  value. 


Informal  Recognition-Utters  of  commendation 

certificates,  plaques,  thaok-you  notes,  cmployee-to^mployec 
recognition. 


Time  Off  Recognition-Excused  absence,  no  charge 
to  leave. 


Lengm-of-icrvlce-various  milestones  in  career. 


A,  Bureau  dtscnetion,  recognition  may  include  certificate.,  letters,  plaques  etc      »    Dollar  value,  H 
Otfce  of  Solicitor  approves  S500  when  n,ed  with  Patent  Office  and  aliona,  S800  Zu'ZZ  TZT^  "~*  "'  ^^  ^  "*"  ■«*»-**•  «*  withholding). 

P  granted,  Bureaus  may  use  a  cash  award  to  increase  recognition  farther. 
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HONOR  AWARDS 

Departmental  Honor  Awards  provide  non-monetary  recognition  to  employees  of  the  Department  and 
partners-in-mission.  Honor  Awards  are  the  most,  prestigious  recognition  that  can  be  granted  by  the 
Department  for  career  accomplishments,  exceptional  support  of  the  departmental  mission,  or  for 
hero1Sm  Because  of  the  status  of  this  recognition,  Bureaus  are  strongly  encouraged  to  establish 
mechanisms  to  ensure  that  a  consistent  approach  is  applied  to  evaluation  of  the  nominees- 
qualifications  for  these  awards.  These  mechanisms  should  also  identify  employees  at  all  levels  of  the 
organization  who  meet  the  high  standards  required  for  these  honors. 

When  Granted:  Honor  Awards  are  meant  to  be  progressive  career  recognition  and  should  be 
awarded  at  successive  career  milestones. 

NOMINATION  PROCESS 

Any  employee  may  recommend  an  Honor  Award  by  completing  form  DM5 1,  Award  Certification 
and  attaching  the  required  citation.      Submit  recommendations  to  the  recipient's  supervisor  for 
concurrence  and  further  transmittal  to  the  official  delegated  approval  authority. 

Note       Before  final  approval  of  Honor  Awards,  Bureaus  must  ensure  there  is  no  derogatory 
information  in  the  nominee's  Official  Personnel  Folder. 

The  Department's  Office  of  Personnel  will  maintain  a  contract  for  certificates,  medals,  and  pins  for 
aU  honor  awards  except  Bureau-specific  awards.  Bureaus  must  order  medals  and  certificates  directly 
trom  the  contractor: 


February   199  6 
1-14 
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PROCESSTNO  INSTRUCTIONS 

-preparettedtationbfinalforn.atCu.cIudeasumame^Bure^  andDOIOffi       , 

Personnel  copy)  and  send  them  with  the  DM5 1  to  the" !        ?  ?  °f 

approval;  t0  the  aPProPna*  Assistant  Secretary  for 

■  order  the  certificate  and  medal  after  approval" 

-  ^dAed^on°nSecTe^^  ,  u 

Executive  Secretariat  for  signature-  and  '  °ffiCe  °f  the 

•  affix  the  Department's  silver  seal  on  the  certificate  after  official  signature. 

For  Distinguished  Service  Awards,  Valor  AwrJ,  n«-       .    „ 

Service  Awards,  Bureaus  must:         ^BW*'  a*"**"*/*!*™*  Md  CW^,, 

■  prepare  the  citation  in  final  format  CmrhvA*  «  *, 

P«-  coPy)  and  send  STJ to " '£L  "T  ??  "-  ^  ^  °f 
approval;  *e  aPPr0Pnate  Assistant  Secretary  for 

■  send  the  citation  on  Secretarial  letterhead  and  the  DM51  lo  the  Mfe.rf.1,    d 
Secretariat  for  signature;  and  ffiCC  °f  "*  Executlve 

■  order  the  certificate  and  medal  after  notification  of  a  convocation. 
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Award  Categories 


Highest  Honorv-Th«  highest  departmental  honor  awards  presented  to  unci 
employed  or  non-employee  partners-  In-miiiion.  The  recipient  must  have 
demonstrated  extremely  significant  contributions  to  departmental  programs 
They  include:  ' 


Distinguished  Service  Award-Tor  career  employees  of  the  Department 
typically  those  who  have  received  the  Meritorious  Service  Award; 


Conservation  Service  Awird--for  private  citizen  or  organ  Izstiona 
partners-ln- mission, 


Mid-Level  Honor»-The  second  highest  departmental  honor  awards  presented 
10  individual  employees  or  groups  that  have  demonstrated  exceptional  continu- 
ing contributions  to  departmental  or  bureau  mission  accomplishment    They 
include: 


Meritorious  Service  Awird-for  career  employees  of  the  Department, 
typicaUy  in  mid-career,  who  may  have  received  one  or  more  Superior 
Service  Awards; 


Unit  Award  for  Eicellence  of  Servlce-for  recognition  ofemployee 
group,  unit,  or  team  contributions: 


Outstanding  Service  Award-for  departmental  politick  appointees 


nltlal  Uvel  Honorv-The  first  level  of  recognition  in  the  aeries  of  departmental 
honor  awards  presented  to  career  employees  or  partners,  including  volunteers 
who  have  made  a  significant  contribution  to  the  Department  through  service  to  a 
bureau  or  program.  They  include: 


Superior  Service  Award-for  career  employees  of  the  Department; 


Table  2.  Honor  Awards 


Citizen',  Award  Tor  Exceptional  Servlce-bureau-specific  awards  for  pri 
vate  citizen  or  organizational  partners,  including  volunteers. 


Heroic  Act  Honors-Honorary  recognition  granted  to  employees  or  private" 
citizens  by  the  Department  for  heroic  acts  orunujual  bravery  In  the  face  of 
danger.  They  include: 


Valor  Award-for  employees  of  the  Department  who  risk  their  lives  while 
attempting  to  save  the  life  ofanother: 


Citizen  s  Award  for  Bravery-for  private  citizens  who  risk  their  lives  to 
save  the  life  of  a  departmental  employee  serving  in  the  line  ofduty  or  the 
We  ofany  other  person,  while  on  property  owned  by  or  entrusted  to  the 
Department. 


Kitmpliry  Act  Award-ror  employee,  who  .(tempt  to  aave  the  llr. 

ofanother,  or  for  private  citizens  who  attempt  to  save  the  life  oft  depart- 
mental employee  serving  in  the  line  ofduty  or  any  other  person  while  on 
property  owned  by  or  entrusted  to  the  Department,  when  risk  to  their  own 
lives  is  not  an  issue. 


Annual  Convocation  in  departmental  auditorium       2   Mjiv  br  m.„. ,.a  ,  v-  — ' ^ — ' U—___J 

tonum.  May  be  legated  to  a  raniong  execute  .  ^  OTgaiuzJ„ioDa|  compoDeD,         ,   Cham  J^  ^  ^^  ^  ;  ^  -  -  jL- 
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OUTSIDE  AWARTVS 

torn  awards  are  spoked  by  other  organizations  or  are  ee-sponsored  with  the  Department  of  the 
Intenor.  The  Department  will  provide  criteria,  the  exact  due  date,  and  other  pertinent  information 
concerning  ou.s,de  awards  to  the  Bureau  personnel  offices  when  awards  are  announced  each  year 
Bureau  nonactions  must  be  consolidated  and  submitted  through  the  appropriate  Assistant  Seereta^ 

to  the  Department's  Office  of  Personnel. 

Table  3.  on  page  1-18  summarizes  the  purpose  and  eligibility  requirements  for  many  outside  award 
programs  that  the  Department  supports.  The  table  is  not  intended  to  be  all  inclusive. 
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Arthur  S.  Flemming  Award 


Table  3.  Outside  Awards 


Award 


Executive  Excellence  Award 


'ederal  Engineer  of  the  Year 
lAward 


Federal  Environmental  Engineer 
Award 


Purpose/Criteria 


To  recognize  a  career  employee  of  the  Federal  government 
■vho  has  performed  outstanding  and  meritorious  wort; 
:mployee  must  be  under  age  40  and  have  or  will  have  a  total 
3f  36  months  of  government  service  by  the  end  of  the  calendar 
r'ear  in  which  the  nomination  is  submitted, 


rhe  Downtown  Jaycees  of  Washington,  D.C. 


To  recognize  career  members  of  the  Senior  Executive  Service 
ind  equivalent  Federal  pay  systems  who  contribute  signifi- 
:antly  to  public  service  and  who  improve  the  image  of  the 
:areer  executive  service. 


"ederal  Technology  Leadership 
Award 


GEICO  Public  Service  Award 


Roger  W.  Jones  Award 


lb  honor  outstanding  Federal  engineers.  Only  one  nominee 
>om  each  Bureau  employing  at  least  250  engineers  will  be 
icccpted  annually. 

To  recognize  exemplary  work  antf  accomplishments  by  envi- 
onmental  engineers  in  Federal  Service. 


Sponsor 


Senior  Executives  Association  Professional 
Development  League 


National  Society  of  Professional  Engineers 


To  recognize  Federal  projects  and  programs  that  have  made 
:xcepu'onat  contributions  to  mission  effectiveness,  cost-effec- 
iveness,  and  service  to  the  public  through  the  use  ofauto- 
nated  information  systems. 


William  T.  Pecora  Award 


WISE  (Women  in  Science  and 
Engineering)  Award 


To  recognize  Federal  employees  for  outstanding  achievements 
n  substance  abuse  prevention,  and  treatment;  fuc  prevention 
ind  safety;  physical  rehabilitation;  and  traffic  safety  and  acci 
icnt  prevention. 


GEICO  Philanthropic  Foundation 


To  recognize  Federal  career  executives  who  demonstrated 
uperior  leadership  that  resulted  in  outstanding  organizational 
ichievements,  or  a  strong  commitment  to  effective  continuity 
3f  government  by  successfully  bringing  about  the  develop- 
ment of  managers  and  executives. 


To  recognize  outstanding  contributions  toward  understanding 
he  earth  by  means  of  remote  sensing. 


To  recognize  Federal  women  scientists  and  engineers  for  their 
special  or  specific  scientific  or  technical  contributions. 


Approximate  Due  Date 


Conference  of  Federal  Environmental  Engineers 


jeneral  Services  Administration  and  Govern 
mem  Executive  Magazine 


Fhe  American  University 


National  Aeronautics  and  Space  Administration 
and  Department  of  the  Interior 

Women  in  Science  and  Engineering 


December 


June 


October 


February 


May 


August 


December 


July 


late  December  or  early  January 
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UNITED  STATES  DEPARTMENT  OF  THE  INTERIOR 

AWARD  CERTIFICATION 


(Rcdpiat) 

Is  Presented  a: 


Monetary  Award  or  Recognition 

On-thc-Spot  Award  in  the  net  amount  of  $ 

STAR  Award  in  the  gross  amount  of  $ 


Quality  Step  Increase  (sustained  exceptional  rjcrformance  pay  increase) 
Time  OfT  Recognition-number  of  hours 
Non-Monetary  Recognition  with  a  cash  value  of  $ 


___  Interior  Innovation  Award  (SI. 000  increase  to  operating  budget) 
Continuous  Improvement  Incentive  (check  appropriate  award  above) 

Bureau-Specific  Award 


cntio) 


Honor  Award 

Highest  Honors: 

Mid-Levd  Honors: 

t 

Initial  Honors: 
Heroic  Act  Honors: 


Distinguished  Service  Award 
Conservation  Service  Award 

Meritorious  Service  Award 
Outstanding  Service  Award 
Unit  Award  for  Excellence  of  Service 

Superior  Service  Award 

Citizen's  Award  for  Exceptional  Service 

Valor  Award 

Citizen's  Award  for  Bravery 

Exemplary  Act  Award 


PORMCK-Cl 
F<£cw*rl99i 
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JUSHFICATION       Required  only  for  mcoetay  awards,  innovation  awards.  Don-mooctary  recogniuoo  of  significant 
value,  or  time  off  recognition.  Citation  is  justification  for  honor  awards.  Attach  copy  of  citation. 


APPROVED  BY: 


(Signature,  D«lc.  tad  Telepbooe  Number  kjducW  Area  Code) 

ADDITIONAL  SIGNATURES 

[As  required  by  Bureau  delegatiocs] 


(Stfrnturo  md  D«le) 


™AN2A^A5?ON  R^ORD        Tins  record*  to  tmdatc  payrr^  accc^un,  a^  to  ^^~ }^ 
MAR  awards,  On-thc-SpoC  awards,  and  non-mooctary  recognition  of  significant  value.  Do  not  complete  for  Quality 
St^Irxreascs.Tir^C^rrcogmtio^Intmw  ^       roryuauty 

RedpkBt  Namc:  . Social  Security  Number: 


Bureau  Sub-Bureau  Block  Org.  Code  CostAccouot    ~ 

MONETARY  AWARD  TO  BE  PAH)  THROUGH  IMPREST  (ON-THE-SPOT) 

Amount  Authorized  for  Imprest  Payment  (Hours  Code  66A)  $  mM  A 

Anxxmt  Including  Taxes  (Amount  Paid  divided  by.  55)  (Hours  Code  30A)        S  "  (tSg^uL) 

p  .^R^FT^PAYMENTRECORD  (To  be  Completed  by  Imprest  Fund  Cashier) 

P-idby:  Cash[]  Third  Party  Draft  [  ]  Suovoucher  # _ 

Received  by  Signature  and  Date: 


MONETARY  AWARD  TO  BE  PAH)  THROUGH  THE  PAYROLL  SYSTEM  (STAR  OR  ON-THE^POT) 

Total  Cash  Award  (Hours  Code  30A)  r 

Pay  Period  to  be  Processed  by  Payroll  ■ (Gross  Amount) 

NON-MONETARYRECOGNrnON  OF  SIGNIFICANT  VALUE  (Date  Presented. ) 

Cash  Value  of  Award  (Hours  Code  66A)  t  m 

Value  Including  Taxes  (Cash  Value  dtvided.  by  .55)  (Hours  Code  30A)  S  (S^aSL) 

l^r^ofthJ,  form.-  Origmai  to  servicing  personnel  office,  copy  to  recipient  For  STAR  awards  On-the-Spot  awards 
£d  txxwnooeury  recogmtioo  of  significant  value  FAX  page  2  of  tins  form  to  the  PayroU  oSSScT 
This  fax  is  ffl  Leu  of  ongmaL  DONOTSIND  ORIGINAL  OF  THIS  DOCUMEOTTO^yTolT 


Tl9« 


1— ?0  ^ohmia-rv      1QQC 


™Mn™,,i,,i™,,"™,,aM"  ■■'■  ■■■ mwM*fmMTfm^m\fimm\\  mini  iMiiiigffJMrriiiifeii  uw 
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?«3™°*tf°-  of  significanJ  value.  A  copy  SE£2X2  £l?J  ^"T^  °f  "^  aWards  ««  — 
the  employee's  pay  record  A  -Notificaticc  of Peraorod  ActimVSF  Sft^TZ  ^      ^  *  *"  PayroU  °P^°^  D, vision  to  update 

awanis.    For  more  detafled  information.  r^TftcSirf^R  f^  ^  ^  ""^  *"  °ff'  «*  <>>%  Step  hXL 

Handlxx)t  on,  refer  to  the  Awards  and  RecognrUon  Program,  Departs  Human  ReSrrc«  |£SS 

Qn-the-Spot  *w.rJ. 
On-thc-Spot  Awards  have  a  Det  value  between  S50  and  S5m   TV 

toprest  Fund  or  PayroU  System.  Divide  (be  neYamount  by  55  to  calculi™  "*"»****&*  Payment  a  to  be  made  through 
the  gross  amoun,  fa  S50  tncrements,  however,  net  ^^^^^^^    *"  f°U°^  *bI<  «2* 


STAR  Awardi 

STAR  Awards  are  cash  awards  in  the  gross  amount  of  SQ?<;  r*-  r      u    r- 

PaKiThro^PayrouS^Scc^rr^ 

For  team  awards,  an  Award  Certificate  must  be  completed  for  eac^ea™£!    I      awards  are  to  be  paid  though  the  payroll  system 

justtficatioo  must  describe  the  individual  team  members  specific  cooS^T"      ^^  "*  *  "^  dlffcrat  awarf  «*««.  the 

Qualrrr  Step  Tnrry..>. 

An  employee  may  receive  only  one  Quality  Step  Increase  in  a  52  weetrv^vt    I    «~.t     ■* 

of  how  expectations  were  exceeded  m  aclnevmg  all  Critical  ^^^^^^^^50^  ^  «M- 

Time  Off  Recoyntttnn 

2£^,£^  A  copy  of  the  awards  cenmcauon  must  be  folded 


Non-Monetary  Rccornrtton 

Conttnuogj  Improvemf nt  Incentive* 

Solictor's  Office.   Innovation  Award  budget  ^7^^! ^   !  ascriptions.  Patent  Awards  are  processed  through  the 

used  for  project  support  such  as  training  and  e^^  ""  ^^  ^^  ^  -  -P-ing  customer  serv.ee)  are 
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Highest  Honors 

The  highest  departmental  honor  awards  presented  to  carnr  m  i 

*  Pbrtnrnkhed  Sf  nice  Aw*H 

For  c^  ^p^^  ^^  ^  ^  ^  ^^  ^  Mm.u^  ^^  A^ 
Coraryitlon  Service  Aw^ 
FcrprivtodtoocrcrK»niz^k^partre^in_milli<:tt         , 

Mid-Level  Honors 

The  second  highest  departmental  honor  awards  oresentpH  m  ,™i„ 

exceptional  c^dnumg  cctnbu.onCs)  to  DeparLnt  ^7^^?™  «°  *"  "* 

Mrrttorfcxq  Service  Aw^rrf 

OofaUndinr  Service  Aw.M 

For  department*]  politiaJ  ippointeo. 

UaH  Aw»rd  for  EictDencr  nfS,~<~ 

For  except  cxxSnTxn^,)  of  employee  p^  uruK  or  te^ 

Initial  Honors 

The  first  level  of  recognition  in  the  department   honor  awards  nmo™ 

volunteers,  or  other  partners  who  have  made  *m^™"t      ?T^  FT^  *°  ^  *  ™-*™*  employe 

a  Bureau  program  *gmhcant  contnbuuon(s)  to  the  Department  through  outstanding^^  to 

So perlor  Service  Anirj 

For  orar  employee  of  the  Dcpaitmog. 

Otfara'i  Awrd  for  Ftrrprt,)^  Se rvW 

B"ra"^™~Pn-crt^ 

Heroic  Act  Honors 

V»IorAw»rd  6 

For  employee*  of  the  Department  who  ri-i  th^,  r         ^-, 
*  CKfatn't  Awxrd  for  Bravery 


For  privitecitaaj.  who  ride  their  live,  to  uw  |h«  Kfe  „r.  x„  _        , 

whJe  oa  property  o^d  by  or  e*ru*«i  to  the  D^ZL^"^^  ^^  "***  m  "*  ^  °<<t«y  or  the  life  of  «y  c<her 


pence. 


Fcrcn^loycciarDriv^cjlizemwhoinemrXtnu^TV-rr      r 

livattoo.^^^     .  ?^  ™*  ™P"W™^  by  cr  entrusted  to  the  Department,  wtw, riikltofte^B 
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SAMPLE  ON-THE-SPOT  AWARD 


UNITED  STATES  DEPARTMENT  OF  THE  INTERIOR 

AWARD  CERTIFICATION 


[Full     Name  1 


Ij  Presented  »: 
Monetary  A  ward  or  Recognition 

X      Oa-the-Spol  Award  in  the  net  amount  of  J     100,00 
STA-R  Aw«rd  in  the  grou  amount  of  J 

Quality  Step  Lncreaje  (WHUiPpd  exceptional  performance  pay  iooreaje) 

Time  Off  Recognition— number  of  houn 


Non-Monetary  Recognition  with  a  cajh  vaiuo  of  J 


Interior  Innovation  Award  (Jl.000  boroaaa lo opcraijai  budget) 

Coatinuooj  Improvement  Incentive  (cbcci:«pproprUio  rwTn-d  above) 

Bureau-Specific  Award 


Honor  Award 

•  Highest   notion: 

•  Mld-Levd  Honon: 

•  Initial  Qooon: 

•  Heroic  Act  [lonon: 


Dbtlngnlihed  Service  Award 
Conservation  Service  Award 

Merltortotu  Service  Award 
OubrUndlng  Service  Award 
Unit  Award  for  Exceflenct  of  Service 

Superior  Service  Award 

Cltixen'i  Award  for  Exceptional  Service 

Valor  Award 

Citixea'j  Award  for  Bravery 

Exemplary  Act  Award 


JUSTIFICATION       Requaedpoly  tcr  tncoetary  award*,  innovation  awards.  ocaj-nx»et«y  reoo^nitjcia  o<  rignincanj 
value,  or  unx  off  rcoognjuoo.   Ciutka:  is  jujtiD^noo  for  boner  awards.   Attach  copy  o(  cjciLoa 

The  Division's  Training  Office  presents  an  orientation  program  each  luootr  for 
studsnts  and  new  employees  at  Headquarcara t  and  lncludea  a  trip  to  a  local  field 
Installation  to  demonstrate  on  alte  the  eubatantlve  work  of  the  or genl ta t Ion . 
Because  the  Training  Office  waa  ahort  staffed,  a  call  for  volunteers  was  made  to 
provide  support  for  the  orientation  activity.   (Kernel  Indicated  an  interest,  and 
provided  aaalstance  In  clerical  preparations  for  the  several  presenters,  and 
coordinated  logistics  for  the  field  crip.   She  vaa  a  source  of  both  Information 
and  guidance  to  participants  and  preaantara  alike,  and  auggssted  a  staple  but 
meaningful  letter  of  appreciation  for  each  of  Che  presenters.   The  day  would  not 
have  been  a  success  without  [hansel's  exceptional  support. 


APPRO  VXD  BYi 


(See  Bureau  Delegations)     2/13/96      1123)  556-4567 


ADDITIONAL  SIGNATURES 

(Aj  required  by  Bureau  delegations] 

(Nominator)  


aTilijSiiiHi  it  a  a  a  i  tAlaeCaae) 


Iftatej 


fjjaaaaaaaaajhaaj 


FINANCIAL  Ad  ION  RECORD        Tola  record  Is  lo  initial*  payment,  ecxxajnaag  and  tax  traaaactjoos  for 
STAR  tvxnii.  Oa-tbo-Spo*  swards,  and  rjoo-cDcocury  rooognjooo  of  e'gninc*Di  vtlue    Do  not  complete  for  Quality 
Suxi  Increase*,  Tune  Off  reeofjuboa.  Interior  [nnoveuon  Award  or  Honor  Awards. 


RecipKrjl  Nai 
01 


(Full    name) 


0? 


345 


Social  Security  Number.  123-45-67B9 

12345678  6-1234-56789 


Bureau  Sub-Bureau  Block  Ore,  Code  Cost  Account 

MONTTARY  AWAJU)  TO  IK  rAtD  TKROCCH  IM?iaST(ON.TKlV-SrOT) 

Amount  Authorised  for  Imprest  Payment  (Hours  Codo  66A)  I      100 

Amount  Including  Taxes  (Amount  Paid  divided  by  .55)  (Hours  Codo  MA)        I      lo" 


(Not  Amount) 
(Orcata  Amount) 


rbfTHLSTTrwrOTAYMZXTKlCOHD  (To  be  Completed  by  Imprest  Fund  Cashier) 
Peidby  Caah(J  Third  Party  Draft  f<|  Subvouchcr  I     1234 


Received  by  Signature  and  Dale: 


(Signature     2/13/96) 


MONTTARY  AWAJU)  TO  1 1  PAJD  TKROUCH  TUX  PAYROLLSYSTTM  (STAR  OR  ON-THX-SPOT) 

S (Oroo  Amount) 


Total  Ceab  Award  (Hours  Code  30A) 
Pry  Pcnod  10  be  Prcceaeed  by  Payroll 


NOHMOHTXAJKy  HZCOCNTTION  OT  SICNTTJCAHTVAUSt  (Dele  Presenled. 


J 


Cash  Value  of  Award  (Hours  Code  66A) 

Value  Including  Taxes  (Cajh  Value  divided  by  .55)  (Hours  Codo  WA) 


(Not  Amount) 
(Oroas  Amount) 


srlepeeastoaj  or* due  lores    OriginaJ  to  servicece;  personnel  office,  copy  to  recipkril.  For  STAR  swards,  Oo-tbo-Spot  awards, 
and  Dco-rnooctary  rrxognilioo  of  BgnifjcaDl  value  FAX  page  2  of  this  form  to  the  Payroll  Operations  Division 
Thu  fax  u  in  ueu  of  original.  DO  NOT  SINV  ORJCTMAL  Or  THIS  DCKOTMTNT  TO  PAYROLL 

N<aa  latj«saaWsaaaaSBw»slsrasaslaa'ayaxaftKaayAat  Olsaesaare eaaa kesaaae  Wyia  sasaarbkNl  saneae  .aearteaej  h  Ttoe  J  (JJ.C,  aaaJaa 
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UNITED  STATES  DEPARTMENT  OF  THE  INTERIOR 

AWARD  CERTIFICATION 


[Full    Neaol 

Is  Presented  »: 


Monetary  A  ward  or  Recognition 

,  On-thc-Spo(  Award  in  the  net  amount  ofS 


SAMPLE  CONTINUOUS  IMPROVEMENT  INCENTIVE 


___  STAR  Awird  in  the  grow  amount  of  J    1500,  00 

Quality  Step  In  ere***  (.ujuinod  oo^cpuonjj  Dorformaooe  p^- iocreaje) 

Time  Off  Recognition -number  ofhoun 


Noo-Moaeiarr  Recognltioo  with  a  caah  value  of  J 


Interior  Innovation  Award  (JI.OOO  bcrajo to opermon,  bud««) 

£_   Contlnuoiu  Improvement  Incentive  (dwjck  epr*TX3rutc  rward  above) 

Bureau-Specific  Award 


3 


0\ 


Honor  Award 

Highest   Honon: 

Mld-Lcvd  Honon: 

Inltiai  Honon: 
Heroic  Act  Honon: 


DlitlnguUhed  Service  Award 
Coniervatlon  Service  Award 

Meritorioui  Service  Award 
OuLitonding  Service  Award 
Unit  Award  Tor  Excellence  of  Service 

Superior  Service  Award 

Clttren'i  Award  for  EiceptlooaJ  Service 

Valor  Award 

Clttren'i  Award  for  Bravery 

Exemplary  Act  Award 


JTISTOTCATJON       RequiraJ  only  for  monoury  award.,  Innov.uon  .w.rd»,  oco-moo*<ary  rooojniboo  oftijnificant 
vuucTortirrK  offrecofruuon.  Ciuoon  U  Juju6ceboo  for  booor  twinli  Attacn  copy  ofdlatioo. 

The  core-barrel  d.algn  flr.t  augge.t.d  by  iNamel  In  lm  a i  in  Improv.e.nt  Ida. 

addr th"  common  problem  of  r.t.ntlon  o(  loo..,  uncon.ol Ida t.d  ..id.  during 

collection  ot  ..dlment  .ampl...   Th.  propo.od  b.rr.l  ui.i  two  method.  •li.uU.neou.lv  to 
retain  th.  n.p;.  during  retrieval.   B.i.d  on  hi.  d..lgn,  th...  cor.  b.rr.l.  have  .Inc. 
b.on  d.v.lop.d  Ind.p.nd.ntly  by  ..v.r.l  oth.r  group..   Th.y  h.v.  contributed 
•Ignltlc.ntly  to  atudle.  ot  phy.lc.l  «nd  g.och.mlc.l  h.t.rog.n. 1 ty  and  elcrob  lolog  I  c.  1 
proc.a...  In  .hallow  .and  aquifer..   Much  of  what  I.  known  In  thl.  field  wa.  d.t.rmlnod 
,ro"  c°r""  collect. d  by  thl.  cor.  b.rr.l.   IN.m.l'.  d..ign,  which  ha.  b.an  adopted  by  Dol 
and  the  aclentiflc  community  at  large,  a  lgni  f  leant  ly  Improved  the  ability  to  collect 
cor.,  and  contributed  to  an  Important  are.  of  mul t Idl.clpl Inary  groundwater  re. .arch. 


APPROVED  BY:    (Sen  Bureau  Delegation)   2/1 3/96    fj__4j  5S5-5678 

a%wee^  D«w*  md  Tili|ln.i  H^±*  h  I  ...  am  Cw.) 

ADDITIONAL  SIGNATURES 

[Aj  required  by  Bureau  dclcgaoonj) 

(Nominator)  


_c___ 


_j____^_____-______) 


FINANCIAL  ACTION  RECORD        Thi.  record  I.  to  Irjjtiela  r*yment,  eooounriuj  end  uu  trsuacoooi  for 
STAR  i**Ji,  Oo-cbe-Spo(  .ward*,  end  doc -monetary  rocofnibon  gfatfaffieaH  value.  Do  not  complete  for  Quality 
Step  Increase,  Tune  Off  roofnitioti.  Interior  Inoovuioo  Award  a  Honor  Award*. 


Recipient  Name: 


[Full    Name) 


Social  Security  Number       123-45-6789 


-2L 


315 


12345678 


Burau  Sub-Bureau  Block  Orf.  Code 

MONTTARY  AWARD  TO  81  PAH)  THR00CH  DMMXST  (ON-THX-SPOT) 

Amount  Authorized  for  Impreet  Payment  (Houn  Code  6&A)  S 

Amount  lncrudinj  Tajcee  (Amount  Pud  divided  by  .55)  (Hour.  Code  30A)         J 


6-1234-56789 
Co  Account 


,  (Not  Amount) 
(Oro*.  Amount) 


tMTKXST  rVT<D  PAYMENT  RICORD  (To  bo  Completed  by  Imprat  Fund  C**nlor) 
Pud  by.  C*ati(l  Third  Party  Drift  (  )  Subwucocr*. 

Received  by  Slfruuuro  end  Dale: 


MONTTARY  AWARD  TO  It  TAJD  TKROUCH  TKI  PAYROLL  SYSTXM  (ST A*  OR  ON-THX-SPOT) 

i      1500  (Oroej  Amount) 


Total  Cab  Awed  (Houn  Code  )0A) 

Pay  Period  to  bo  Prooeood  by  P«yrou  ${Q5 

NON-MONlrrAJ^YRZCO<;^flT^ONOF81CTfl^CA^(TVALUl  (Due  Ptttenloi  

Cab  Value  of  Award  (Hour.  Code  64A)  J 

Value  lndudina  Taxe.  (Caan  Value  divided  by  .55)  (Hour.  Code  »A)  S 


J 


(Net  Amount) 
„  (Oro*.  Amount) 


DHw^doeerUuifooa:  Original  to  wvicmj  pcraoond  office,  oopy  to  rodpieol  For  STAR  .wardi.  On-tho-Spot  awwdi, 
and  ooo-moocury  rocojniuco  of  Bgnificanl  value  FAX  paae  2  of  thu  form  lo  ihe  Ptyroll  Operebom  Dinux. 
Tiuj  f ax  il  la  beu  of  oripnal.  DO  NOTStND  ORIGINAL  Of  THIS  DOCUMTfyT  TO  PAYROLL 


wTUlUlCWto 
nutnot 


I 


SAMPLE  QUALITY  STEP  INCREASE  (1ST  OF  2  PAGES) 


VS.  DEPARTMENT  Of  THE  INTERIOR  J^'/m! 

EMPLOYEE  PERFORMANCE  PLAN  AND  RESULTS  REPORT 


Employoc'i  Nunt        [full    w.M] 


Till«/ScricVGr»d«         »«cr«i.fY    (Qa).    cs-lln-f 
Duty  Loc»uon  Clly,    lim 


R»tin|  Period 

Soci.1  Security  No .:         m-iy^.. 


IP/l/H   -   vm?t 


PART  L  PERFORMANCE  PLAN 
CRITICAL  RESULTS  (Urf  no  mor*  /Aarf/w> 


Md  »<•«  p>ncTHi  ir.  nad«  m  ihm  DM  oaofc  of  rmfoMlm.1  naff  in  Dm  »».  nf  mM 

<lgr>'t»lin(.  Ai<  pcrtk,  wird  pnnxwnj.  »j  wfirdMo. 


RESVLTS  fErncr. 
Ao»U«W  or  //«  AoW«* 


<ITMiiihtlm»l  imwrcnmt  In  ihc  Oovtr-mo-«  S<yk  Mtwl,  Sgb.rtlno.c  c3ric.l 

mff  m»t  ihc  tVKU/vx  needed  lo  crow  9»«lity  H«n  IHc  ftn.  lime.  ,  AtM.y.d 


PERFORMANCE  ff/DICATORS  (coot  )■ 
TEAMWORK 


^^W'^^^g^^^irs: 


Apply  (oCrhlol  Koult(i): 


—1    MINN  r,UuC,  „.-r~"  •**  ""  ■»"■•  »  — 


C—T«™0— I    l^fwuiMU^^     ~     l  I  .    L. 


Hon  »fm«n,  aj  ocHnrty  P»pj«r»  >»,  teMM 


CUSTOMER  SERVICE 


A"    g>®    C       D      E 


A"     ®  fg     C      D      E 


All       A 


^^2!^X2Stt^r~-~~»~' 


■*■*■•■  <vw  or*.  Ma  n n.I7      ^^        ^^      """       ■  »•»  «■ 


Apply  lo  Crillol  UauIlM: 
SCO 


© 


c  ■ss^™===*^^---srri^s 


AcM«»td 


D.  r.lc»-A  roJc-pwd  ni.K|  lyMan  dlmlnMo  duoliuic  roper  Mtl  Ih*  «r«  ilm  omd 
ekxlnniollT.  A  br^n|l»pn>vS<Wlu«irTmeiT*er*loer«^irKllun<ky*.r>dln. 
Of  in<  rywcni  *w  eo*y  •ccow  lo  rtlod  rmterlnl. 


Coormr;  Tiaimnnalkmj!, 
"•iftaU.  u  •%»  priori  rr. 


i  »<*  ooni  mi  r 


OoW(,»eU» 


aii  (T)(S)  c_<pMjh\ 

©     A      B      C      D      E 


All       A      8 


D     E 


Achlovsd 


E.  On*.  Eooipmo.1  Neod.-IUr.rl  of  I  nody  kkwloe.  nurrmtal  ooi.Twod  otfn 
OQWfonall,  and  provider,  •  plan  for  replacement.  The  plan  Include,  a  laM  Ihret 
""""I  •"crnoll  w»  HI  nioci  cqolpmtM  noodj  over  loe  neM  l„  ye* 


rERTORMANCE  INDICATORS:  Or*.  Z  .-**»  *  ^^u  ^^ nu^  j,^ 


A<M.T«d 


QUALITY 


TART  a.  PROGRESS  nmnv    i  


^rr^7:rAr?^r^^^r  ^;" 


KOOOfcjQoe   »ffW4d  Mfl|[„||lt;     ■'    ■         j  J 

°°»»»»«T»»(»«p^i    i  i  ill  Mtr. 


Apply  lo  Q-IUcoJ  Raotttt) 


*<r.rvrr.xIV.r»^t«M.rw,rij   -—   „  ,n   .  ,..,,.     .11     i_|,    A«irin— .  _ 


M. 


*»  ©(D©  p  CD 


■ lO/in/Qft 


JWJUli 


Utimdl 


*>*«c»wiw 


(Sl«n.o| 


■  iP/IPm 


■  I'         Hii«l,,iH||,| 


•  ">*■<  »r  *•  an-a>  w  r I 


s 


Si 


I 

M 


to 

cr 

M 

C 
"I 


SAMPLE  QUALITY  STEP  INCREASE  (1ST  OF  2  PAGES) 


>i  ,.    ~„_  form  DMOOJ 

OS.  DEPARTMENT  OF  THE  INTERIOR  Scp«mbe,  iwj 

EMPLOYEE  PERFORMANCE  PLAN  AND  RESULTS  REPORT 


Employe*1!  Nunc.       I  full    fi.,| 


TiUt/Stncl/Gride:       S«cr«t«ty    (0*)  ,    C}-)IM 
D\jry  Location  City,    sm « 


Ratina,  Period: 

Burean/OtTioo: 
SociiJ  Security  No.: 


IW1..I 


UUsiidmi 


PARTI.  PERFORMANCE  PLAN 
CRJTICAL  RESULTS  (U#  no  mart  than/ w) 

A.  OfTScc  Maturcnvni-An  laucrly  Ixn.  ,«- mrt  ll  inainiiinol.  r™»iilc»  tn  anibflancd 
■  ixl  ■T.ifmnicnli  «r<  rrxJc  w  nwl  Ihc  need,  nfpnifcaxlinal  NjaiTin  ihc  area*  of  irjyol 
dupdcalinr.  filt  aearch.  »inl  pnx*wrln|.  i/xl  aippllea. 


B.Vypin.- Typed  maieria).  .re  hutted  in  accordance  xdlh  corrca-«»>dc«c«  pnixdurc.  In 
eneel  ii  ihc  lime  and  requinnxMi  in  Ihc  Oovcmmcnl  Siyk  Minual.  SuboTllivai;  clcricj 
«*(T  Kjvc  Ihc  rukljnoc  neexxxi  In  cnix/re  quality  pnxlucll  Ihc  ftra  lame. 


C .R«cn.1.--0,.il«ncr,  receive  .he  lnr.ma.ion  rcquc-cd  nr  are  referred  10  Ihc  ir-pr™*.,, 
X»(T  member  fir  rcrxxrix:.  n     1 


AcMrvn) 


anml 


D.  Fikra-A  mx:«.p>c<l  fllir,,  ryacm  Himlnalea  duplicate  paper  nk«  lha  an  tin  aortal 
elciinnically.  A  brKfln|l>raiMcxxJiuaufrrtxj7Vjr^iocr»ure  Ihdt  undcr«»ndln| 
nfiheiyncniandcaxy  Km  10  fllod  rralcrtal. 


Ac  hi  ay  nj 


E.  Office  EcmpnKni  Nccda-Repon  of  ,  audy  ktenllnaoumrxlcrl  MMtmUd  cmcc 
ecnjinmcni.  and  nrm-ldci  ■  plan  for  repOcerncr..  The  pit*  Include.  *  L-aa  ,„„* 
rurxl.rn  •licmuiva  in  nice!  equipment  ncedl  over  Ihc  nea  two  yean. 


Achlaved 


PERfORMANCD  INDICATORS:  CW,  m  ^*ri,  *,  ^JSS  cW.eW ^  a.»tU 

quality 


cxpcnjjc  in  irai  of  Mx*aad  rcarxxxxbOlrT. 


aMft/tc.  pretax,  exarty  .rxj  ocaeravxa.  xpproprUxi  .ohxxxxi  Wart  U  0 


**"!*!":  •'■""•J*—"' ••«  t>«*l~«   A— -.x-b^alrWr-arc— cX.  «*,  oo„» 
— inrr-.u  exrrfuDy.   W.kx,  Hwln  nr.  rf«*»,  axaxxtx*,  |_.  «rf  aWH«« 
unpUxuon*    W-Ln  f<  innxlxl  Mmil,  lii_ 


IfVr«.L.,..rWr1o,r>>r-.-u.  Wrroxa  wrt  •  e 
fTxmnwv-ilry  correct,  aao  lyprxxxrtxxl  to  — fJxaaxa, 


Apply  lo  Critical  Raull^l 
@      A       B       C       D      E 


"    ®@©    D® 


An   ®  B   (£Xd)® 


lrw^»«^lC~:-Wc«to«-;  P^-.-«l«i«-«rt^^|,p«r»d^»rtW,«xli^cre«ri-; 


AJ 


D(E) 


I  ta  M-TX^  D-ilWw   C~.ptoc.  «rt  k  accccoiacc  »<4  cr«W*ri  ,k»duo 


IfI.rtlr»r».(J,r.rrW«;    Wp.n,  »«  c«ocdir-«.  HrjlMca  of  xnH.  •wIm  rjaSw  in  ML 

Cc^chn,  tc^jcU,  oertto,.,  »ri  ^Jitx,  M/r  effort nry,  6x»oo.r«lnt  .  eornnrm*  k.  rj»  .ort/orcc 
0o-r(xx«U>)  "  ~ 

0»»W«il|] 


©      A       B       C       D      E 


All     (A)  (0,     C    ©  (y 


All    ®(B)     C      D      E 


All 


H£S  UL  TS  fEmer 
AcAxxW  or  Wor  AoSxr^eil 


PERFORMANCE  INDICATORS  (com.)' 
TEAMWORK 


Apply  loCrlilcjl  Rciuli(i): 


C~T«7»r   Jxpporu  XT,  »gd-lx«.    f>=x»»v«r»r«(Wlr««»«b^««Hi»x, 


SSiitaesBa 


CUSTOMER  SERVICE 


All     CA)  (£>     C       D       E 


AH    ®®    C      D      E 


All     fig  (gj     C       D       E 


All      A       B 


"Fornax   InAkla  «ri  ropoodi  M  .«c«o™  lor  •npr.rxuj  ^rk» 


x^^^^^'^^-^~^^'" 


Coorxrry;    TntotJ  crkreW  and  aacnrxj  i 
•uia'teuon  U  ixaji  priority, 


-i  wira 


0cwr(x?«:lr/) 


Apply  lo  Critical  Rejult(i) 
A      B      C      D      E 


CAft 


All     (A)(g)     C    (fi(E) 


•©     A     B      C      D     E 


All      A      B      C 


BOrhflla  ml  „mct  equipmeni  prnjocu mnvlni Hin. eKtrtlnruilly  wdl    Very  axailn 
reedbac.  on  dcull  x>  MNie  AIM,.  Oflloi.  An  «u^dS?,rSJ  I o  £e    .**  ^ 


rtWJf»f  rnjv+tt  cxpianotio*;  \fmoiy  tp<Kl  U 


PART  mj-UMMAKY  RATING;  (Enter.  *y/,*^„  .hj,  „M,  rxsults 
C^lemr,lhmuIrHxJ,lr<r.1ln£yCa,.  All  objeeliyo  wet,  md,  «1  tea,,,,  ,^rlc  mlc„„ 


part  rv.  n-roiamit^**^,,,^,,, ; 

ram 


'/rt  *W  A«ttiy  Official   /rilMirW, 


-HI  inU.  <Um  ■■tfatatM  f-xy^rW  Vy  tW  Off-—  *f  rw»»r( 


en 
o 


o 

w 


m 


to 
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SAMPLE  QUALITY  STEP  INCREASE  (2ND  OF  2  PAGES) 


UNITED  STATES  DEPARTMENT  OF  THE  INTERIOR 

AWARD  CERTIFICATION 


(Full    Hi o.l 


(*~W-«) 

Is  Presented  »: 

Monetary  A  ward  or  Recognition 

On-thc-Spot  Award  in  the  net  amount  of  J 

STA.R  Award  in  the  gross  amount  of  J 

S_    Qu^'0'S(cpInCreaM(«1«iiJxrfoccx^(iooalp<rfam^«wbcrc«JC) 

Time  Off  Recognition-number  of  hours 


I 

cr> 


10 

en 


Non-Monetary  Recognition  with  «  cash  vaiuo  of  J 

Interior  Innovation  Award  (Jl.ooo  boM  to  operwina  bud«aj 
Continuous  Improvement  Incentive  (chock  approprUto  mri  above) 


Bureau-Specific  A  ward 
Honor  A  ward 


Highest   Honon: 
Mld-Levd  Honon: 

Initial  Honon: 
Heroic  Act  Honon: 


.    Distinguished  Service  Award 
Conservation  Service  Award 

Meritorious  Service  Award 
Outstanding  Service  Award 
Unit  Award  Tor  Excellence  oCSexvlce 

Superior  Service  Award 

Cilizen'i  Award  for  Exceptional  Servlc 

Valor  Award 

Citizen's  Award  for  Bravery 

Exemplary  Act  Award 


ra.pondin,    t.    L        r  '  v  '   '^t,    r,";    '!    k"!Tj*'   "<■  PWl—UN-l...    In 

r.c.lv.d   .p.el.l    than*,   fro™   th.  'ir.ctor        A.vla.d   nti*         ""   "V"   0"    'h°r'-">»>   *•*•». 
INM.I    ha.   brl.f.d   all    HO  offtc.a  o U function Jd        *  "*".  "   "°"  U*   °""'»o<>  -od.l. 

n..d.   and   procur.„.nt   option.    wa.    >0 w.l      oroania.d   .nd"'     .^*  "W  °l  °UUm  «<"»«P«">. 
C.n..    ,n    .ucc.a.fu,,,    UUj  ^T^T»1,rgj?^^L^L"^..,.Lrt^'lt 


APPROVED  BY:  (See  Bureau  Delegations) 

ADDiTIONAX  SIGNATURES 

|Aj  required  by  Bureau  dckjiliooj) 


10/?0/95        (133)   555-4567 


AmCWi) 


(S<«— tw*  —dDt.) 


Roapient  N«j 


Sod*]  Security  N«nb<r 


B—  Sub-Bu™,  B^  C^Codo  CoaAc^ 

MONETARY  AWARD  TO  It  TAID  THROUCH  IMPRUT  (ON-THX-SPOT) 

Amount  Auhorucd  for  Unprcat  Payment  (Hour,  Code  66A)  J 

Amoum  Including  Taxe.  (Amount  Paid  divided  by  .55)  (Hours  Code  JOA)        j 


Rooavod  by  Sign-tare  end  [>fclc: 


.  (Net  Amouoi) 
(Oro*i  AraouDl) 


mo^ary  award  to  >.  fab  through  the  rxvRou.  smxM  (star  or  on-thx^pot, 

* ,  (Ctow  Amouol) 


Total  Ca*  Award  (Hours  Code  JOA) 
Pay  Period  lo  be  Proceed  by  Payroll 


NON-MOKrrARYItICCK;ffrnONOr«[CNlTlCArrrVALUl  (Da.,  Pre^; 


J 


,  (Net  Amount) 
,  (Croas  Amouol) 


Caao  Value  of  Award  (Hours  Code  66A)                                                             . 
Value  l^uduujTaxc,(Ca*Valu.  divided  by.  55)  (Hour,  Code  JflA)  , 


ItaiavMlabM^M  «-s r' ---Dm  .ii>,1.,., 


u  Taj.  J  UJ.C,  S«Um 
soaMca-cH 


9- 


8 


3 

H 

vo 


SAMPLE  HONOR  AWARD 


FORMAT  FOR  PREPARING  CITATION  FOR  DFPARTMF.NTAI.  HONOR  AWARn<j   ' 

(Justify  right-hand  margin) 
(Do  Not  D«tc) 


(Use  all  CAPS  for  next  3  lines) 


(Double  spice) 
(Double  spice) 
(Triple  spice) 


CITATION 

FOR  [NAME  OF  AWARD] 

[FULL  NAME] 


In  recognition  of  for  pytslmdinz  leadership  of  scientific  nroynms  in  hydrology  for  rhr- 
[Bureau  flimej      (This  lone  statement  constitutes  the  first  paragraph.) 

There  should  follow  Ihose  ficts  in  Ihc  nominee's  cmploymenl  history  which  «rc  particularly  related  10 
employee's  service  wiih  (he  Bureau  and  ihc  Department,  and  not  exceeding  350  words.  The  Citation 
must  clearly  explain  contributions  for  which  the  nominee  Is  receiving  the  iw«rd.  The  Cintion  is  for 
Die  nominee,  so  when  writing  the  document  keep  the  following  question  in  mind,  "Whit  would  the 
nominee  like  to  her  ibout  hlmmerseirr  The  final  aenlence  of  the  second  paragraph  for  MSA's  must 
be  structured  u  follows:  For  her  tHUslandini,  service  U  I  Ifitrirr  of  re^arrh  in  hvHr.l^  !  [M\ 
name  J  is  granted  the  (Name  of  Award)  ofthe  Depirtment  oftrie  Interior. 


Secretary  of  Ihc  Inlcrior 


BCC:    Sccreury  Surname 
Bureau  Copy(ics) 
DOI  Office  of  Personnel 


Similar  format  is  used  for  all  departmental  honor  awards.   At  Bureau  discretion   the  Superior 
Service  Award  may  be  a  citation  or  letter  signed  by  the  Director  or  Commissioner.' 

Underlined  portion  will  change  on  each  Citation. 


ime   3€C«ei*«»  Of   !H£   iNtEniOfl 

WASMINOtON 

CITATION 

FOR   KERITOMOU3    SERVICE 

(fTJLI.   NAHE) 


i^T.tr0iii°:.,Vr  r0ur:yxv.vcontrlbutlon*  to  th°  ,Buc-u  n*»" 


Secretary  of  the  Interior 


I 


Si 

CO  h 
hr>  C 

m  h 

II 

SB 

d  * 

a 
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UNITED  STATES  DEPARTMENT  OF  THE  INTERIOR 

AWARD  CERTIFICATION 


(Recipient) 

Is  Presented  a: 


Monetary  Award  or  Recognition 

On-the-Spot  Award  in  the  net  amount  of  $ 

STAR  Award  in  the  gross  amount  of  $ 


Quality  Step  Increase  (susJained exceptional perfenamee paybox) 

Time  Off  Recognition-number  of  hours 

Non-Monetary  Recognition  with  a  cash  value  of  S 

^t^'orlnnovation  Award  (Sl.000iMc.se toopen^budgrt) 

Continuous  Improvement  Incentive  (check  ar^ropriaie  award  above) 

Bureau-Specific  Award 


Honor  Award 


Highest  Honors: 


Mid-Level  Honors: 


Initial  Honors: 


Heroic  Act  Honors: 


(Talc) 


Distinguished  Service  Award 
Conservation  Service  Award 

Meritorious  Service  Award 

Outstanding  Service  Award 

Unit  Award  for  Excellence  of  Service 

Superior  Service  Award 

Citizen's  Award  for  Exceptional  Service 

Valor  Award 

Citizen's  Award  for  Bravery 

Exemplary  Act  Award 


PCCMDKSI 
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APPROVED  BY: 


ADDITIONAL  SIGNATURES       (S^^^Te^^i^*-co*> 
[As  required  by  Bureau  delegations] 


(Signature  tod  Pile) 


FINANCIAL  ACTION  RECORD tVc,^-  •-- _&******»*>) 

STAR  awards,  On-the-Spot  awaS  aod^on  nJ^  "  "?*  PaymCnt*  aCCOWt*S  «*  «*  ^nsacuons  for 

^^  wcTog^^  — pletef.  ^ 

Recipient  Name: 


Social  Security  Number 


Bu™  Sub-Bu^au         -55-        -B^^T  -^^ 

MONETARY  AWARD  TO  BE  PAD,  THROUGH  IMPREST  (ON-THE-SPOT) 

Amount  Authorized  for  Imprest  Payment  (Hours  Code  66A)  <• 

Amount  Including  Taxes  (Amount  Paid  divided  by  .55)  (Hours  Code  30A)  S £*  ^^ 

' (Gross  Amount) 

IMPREST  FUND  PAYMENT R Frnon  rr~\~r*       ,      ,. 

Received  by  Signature  and  Date: 


MONETARY  AWARD  TO  BE  PAH,  THROUGH  THE  PAYROIX  SYSTEM  (STAR  0R  ON ..^ 

Total  Cash  Award  (Hours  Code  30A) 

Pay  Period  to  be  Processed  by  Payroll  $ (Gross  Amount) 

NON-MONETARYRECOGNmONOFSIGNTFICANTVALUE  (Date Pre^d3Z____) 
Cash  Value  of  Award  (Hours  Code  66A) 

Value  Including  Taxes  (Cash  Value  divided  by  .55)  (Hours  Code  30A^  t —  ^  Am°Un° 

'  * (Gross  Amount) 


FORM  W-Ol 
Vd>raoyl99< 


-  INSTRUCTIONS - 


-3- 


ovmdl  benefit  to  the  government.  Complete  Ihe  TignM  Swjlt  f      ^       1  T  «<«»Pli*»'<»,  considering  the 

On-the-Spot  Awards 

On-the-Spot  Awards  have  a  net  value  between  S50arvH:sftn   tk» 

the  apphcable  w.thhoIcL.gs  (gross  amount)    C^e  Sio^CS^  ^  —  *  ^^ *>  «"• 

Imprest  Fund  or  Payroll  System.  Divide  the  neYZunt  by  SSSjEtaSl       ^ T^  W5™at  *  to  t*^  through 


For  team  awards,  an  Award  CerUficaUon  muZ  coated  for  ea  hteaTmlb^   ^Z    "!  *  ^  ^  thr°Ugh  *"  PayroU  **«* 
justffication  must  descnbe  the  mchv.dual  team  members  specie  conSonT)  *"      "^    ^^  "Wd  "^  ^ 

Quality  Step  Tnrr,-a.~ 

An  employee  may  recede  only  one  Quality  Step  Increase  ma  52  week  penod    In  the  'Wlfi    .■     -        ■ 

of  how  expectauons  were  exceed  m  acluevmg  all  CnUcaJ  R^LZ^ITJT^^  ££>  **  ***  ^ 

Time  Off  Recopnitinn 
Non-Monetary  Recognition 

Continuous  Improvement  Incentive 

An  appropriately-valued  award  granted  to  recognize  process  imomv^m^t    «, 

-dded  processes,  gams  m  produLty,  or  mvenE  SIT  ^,7  *^°->  streamhnmg,  elimmaUon  of  non-value 
Solids  Office.  InnovaL  Awar fbudget  S^toS^^T  ^  ^"^  P^cnt  Awards  are  p,ocessed  through  the 
used  for  project  support  such  as  trainmg  and  ^Zt  "  remVaitl°D  ****■  aad  mPro™S  custom^  *™*5  are 


^4- 
Highest  Honors 

Distinguished  Service  AwarH 

For  career  employees,  typically  those  who  have  reeved  the  Meritorious  Service  Award 
*  Conservation  Service  Award 

For  private  citizen  or  organizational  partoers-in-missioa 
Mid-Level  Honors 

exc^Zafco^  who  have  made 

Meritorious  Service  AwnrH 

For «■,  a***,  m.  ^^^  ^  „  md<TO|  who  my  hjvc  reMive<j  ^  ^  m^  s^w  ^ 

Outstanding  Service  Award 

For  departmental  political  appointees  . -'  .  „« 

iMAwardJoJLEx«!len«orSe^  B^lfO    B^Ctt*^* 

For  exceptional  oontnbution(s)  of  employee  groups,  units,  or  teams  g  #*% 

«   O.  -      ■ 

v*'  '' ' 

Superior  Service  Award 

For  career  employees  of  the  Department. 

Cittzen'»  Award  for  Exceptional  Service 

Bureau-specific  awards  for  private  citizen  or  organizational  partners,  uicluding  volunteers. 
Heroic  A  d  Honors 

Valor  Award 

For  employees  of  the  Department  who  nsk  the,  lives  while  attempting  to  save  the  hfe  of  another. 
Citizen's  Award  for  Bravery 

.Exemplary  Act  Award 
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Awards  and  recognition 
program  :  Dept!  of  the 


SIM  LIBRARY      's%^, 

dewver  CO  aw^  w 


